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subscription by the general public, and 
entities that may disseminate news 
through other media (e.g., electronic 
dissemination of text). Freelance jour-
nalists will be treated as representa-
tives of a new media entity if they can 
show a likelihood of publication 
through such an entity. A publication 
contract would be the clearest proof, 
but the Corporation may also look to 
the past publication record of a re-
quester in making this determination. 

(l) FOIA request means a written re-
quest for Corporation records, made by 
any person, including a member of the 
public (U.S. or foreign citizen), an or-
ganization, or a business, but not in-
cluding a Federal agency, an order 
from a court, or a fugitive from the 
law, that either explicitly or implicitly 
involves the FOIA, or this part. Writ-
ten requests may be received by postal 
service or by facsimile. 

(m) Review means the process of ex-
amining records located in response to 
a request to determine whether any 
record or portion of a record is per-
mitted to be withheld. It also includes 
processing records for disclosure (i.e., 
excising portions not subject to disclo-
sure under the Act and otherwise pre-
paring them for release). Review does 
not include time spent resolving legal 
or policy issues regarding the applica-
tion of exemptions under the Act. 

(n) Search means looking for records 
or portions of records responsive to a 
request. It includes reading and inter-
preting a request, and also page-by- 
page and line-by-line examination to 
identify responsive portions of a docu-
ment. However, it does not include 
line-by-line examination where merely 
duplicating the entire page would be a 
less expensive and quicker way to com-
ply with the request. 

§ 2507.2 What is the purpose of this 
part? 

The purpose of this part is to pre-
scribe rules for the inspection and re-
lease of records of the Corporation for 
National and Community Service pur-
suant to the Freedom of Information 
Act (‘‘FOIA’’), 5 U.S.C. 552, as amended. 
Information customarily furnished to 
the public in the regular course of the 
Corporation’s official business, whether 
hard copy or electronic records which 

are available to the public through an 
established distribution system, or 
through the FEDERAL REGISTER, the 
National Technical Information Serv-
ice, or the Internet, may continue to be 
furnished without processing under the 
provisions of the FOIA or complying 
with this part. 

§ 2507.3 What types of records are 
available for disclosure to the pub-
lic? 

(a) (1) The Corporation will make 
available to any member of the public 
who requests them, the following Cor-
poration records: 

(i) All publications and other docu-
ments provided by the Corporation to 
the public in the normal course of 
agency business will continue to be 
made available upon request to the 
Corporation; 

(ii) Final opinions, including concur-
ring and dissenting opinions, as well as 
orders, made in the adjudication of ad-
ministrative cases; 

(iii) Statements of policy and inter-
pretation adopted by the agency and 
not published in the FEDERAL REG-
ISTER; 

(iv) Administrative staff manuals and 
instructions to the staff that affect a 
member of the public; and 

(v) Copies of all records, regardless of 
form or format, which, because of the 
nature of their subject matter, the 
agency determines have become or are 
likely to become the subject of subse-
quent requests for substantially the 
same records. 

(2) Copies of a current index of the 
materials in paragraphs (a)(1)(i) 
through (v) of this section that are 
maintained by the Corporation, or any 
portion thereof, will be furnished or 
made available for inspection upon re-
quest. 

(b) To the extent necessary to pre-
vent a clearly unwarranted invasion of 
personal privacy, the Corporation may 
delete identifying details from mate-
rials furnished under this part. 

(c) Brochures, leaflets, and other 
similar published materials shall be 
furnished to the public on request to 
the extent they are available. Copies of 
any such materials which are out of 
print shall be furnished to the public at 
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the cost of duplication, provided, how-
ever, that, in the event no copy exists, 
the Corporation shall not be respon-
sible for reprinting the document. 

(d) All records of the Corporation 
which are requested by a member of 
the public in accordance with the pro-
cedures established in this part shall be 
duplicated for the requester, except to 
the extent that the Corporation deter-
mines that such records are exempt 
from disclosure under the Act. 

(e) The Corporation will not be re-
quired to create new records, compile 
lists of selected items from its files, or 
provide a requester with statistical or 
other data (unless such data has been 
compiled previously and is available in 
the form of a record.) 

(f) These records will be made avail-
able for public inspection and copying 
in the Corporation’s reading room lo-
cated at the Corporation for National 
and Community Service, 1201 New York 
Avenue, NW., Room 8200, Washington, 
D.C. 20525, during the hours of 9:30 a.m. 
to 4:00 p.m., Monday through Friday, 
except on official holidays. 

(g) Corporation records will be made 
available to the public unless it is de-
termined that such records should be 
withheld from disclosure under sub-
section 552(b) of the Act and or in ac-
cordance with this part. 

§ 2507.4 How are requests for records 
made? 

(a) How made and addressed. (1) Re-
quests for Corporation records under 
the Act must be made in writing, and 
can be mailed, hand-delivered, or re-
ceived by facsimile, to the FOIA Offi-
cer, Corporation for National and Com-
munity Service, Office of the General 
Counsel, 1201 New York Avenue, N.W., 
Room 8200, Washington, D.C. 20525. (See 
Appendix A for an example of a FOIA 
request.) All such requests, and the en-
velopes in which they are sent, must be 
plainly marked ‘‘FOIA Request’’. Hand- 
delivered requests will be received be-
tween 9 a.m. and 4 p.m., Monday 
through Friday, except on official holi-
days. Although the Corporation main-
tains offices throughout the conti-
nental United States, all FOIA re-
quests must be submitted to the Cor-
poration’s Headquarters office in Wash-
ington, DC. 

(2) Corporation records that are 
available in the Corporation’s reading 
room will also be made available for 
public access through the Corpora-
tion’s ‘‘electronic reading room’’ inter-
net site under ‘‘Resource Links’’. The 
following address is the Corporation’s 
Internet Web site: http:// 
www.nationalservice.org. 

(b) Request must adequately describe 
the records sought. A request must de-
scribe the records sought in sufficient 
detail to enable Corporation personnel 
to locate the records with reasonable 
effort, and without unreasonable bur-
den to or disruption of Corporation op-
erations. Among the kinds of identi-
fying information which a requester 
may provide are the following: 

(1) The name of the specific program 
within the Corporation which may 
have produced or may have custody of 
the record (e.g., AmeriCorps*State/Na-
tional Direct, AmeriCorps*NCCC (Na-
tional Civilian Community Corps), 
AmeriCorps*VISTA (Volunteers In 
Service To America), Learn and Serve 
America, National Senior Service 
Corps (NSSC), Retired and Senior Vol-
unteer Program (RSVP), Foster Grand-
parent Program (FGP), Senior Com-
panion Program (SCP), and HUD Hope 
VI); 

(2) The specific event or action, if 
any, to which the record pertains; 

(3) The date of the record, or an ap-
proximate time period to which it re-
fers or relates; 

(4) The type of record (e.g. contract, 
grant or report); 

(5) The name(s) of Corporation per-
sonnel who may have prepared or been 
referenced in the record; and 

(6) Citation to newspapers or other 
publications which refer to the record. 

(c) Agreement to pay fees. The filing of 
a request under this section shall be 
deemed to constitute an agreement by 
the requester to pay all applicable fees, 
up to $25.00, unless a waiver of fees is 
sought in the request letter. When fil-
ing a request, a requester may agree to 
pay a greater amount, if applicable. 
(See § 2507.8 for further information on 
fees.) 
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